
[QUICK GUIDE TO FILE GLS REPORT]  

1. After logging in, click Licensee link. 

 

 

2. Look for the license you wish to file and double click File 

 

 

3. Open drop down menu (1) Select Reporting Period, and select GLS Period you wish to 

file and click (2) File GLS button 
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4.  A blank GLS report will appear on the screen.   

Note: a report will not auto-calculate.   

 

 



Fill in all the required fields in white and two acknowledgement boxes and click Calculate 

button at the bottom of the report to calculate.  Click only once.  DO NOT double click!    

Screen will pause to calculate values.  Once calculation is complete, button will change to 

Submit.  Once submitted, you will not be able to make any changes to your report. 

 

 
 

Click Calculate button once to calculate and review. 

 

 
5.  Calculate button will change to Submit button.  Click Submit to complete submission.  

Reminder: once you submit your report, you will not be able to make any changes.  

Please contact 808-768-7360 if you accidentally submit your report.  If you are not ready 

to submit, complete all required fields (Address, Prepared by, Preparer’s phone number, 



check online acknowledgement and signed by Officer/Member/Authorized Agent) and 

click Save.  Click Cancel only if you want to delete everything and restart. 

 

 

 

 
 

 

* GLS List Page View:  After submitting the report  

 

Note:  Your submission is NOT complete until payment is received by Honolulu Liquor 

Commission.  

 
To pay by credit card, proceed on to “Processing Credit Card Payment” 

 

To submit payment by check: 

Print and submit a hard copy of your GLS report with check payment to the Honolulu Liquor 

Commission.  
 

 
 

* GLS List Page View:  After saving the report (GLS Status: Pending; Due Amount: Blank).  

Double click on pending GLS report to continue.   

 

 
 



Processing Credit Card Payment 

1. In Pay Balance Due page, select license(s) to pay by clicking on the check box(es) to 

the left. 

 

 

 

2. Select “Credit Card” for payment method and enter payment information.  Enter 

payment amount in the “Amount to Apply”.  Verify payment amount clicking the 

“Submit” button.  (Payment CANNOT be cancelled once submitted.) 

 

 


